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Chief, Records Services Division
Activity Report for Week Ending 11 February 1954

The following are the principal asctivities in the Records
Services Division for the week ending 11 February 195k,

8, The Area Records Officer in the Office of Logistics has
requested agsistance in conducting a records inventory. The project
will be undertaken shortly.

b, As a result of the comments of the ADD/A with respect to
the proposed Writers! Quide project contact was made with Col, Baird
of the Training Office, He has indicated some question with respect
to hig approach to the suggestion made by the ADD/A, and will contact
me for further discussion on the program during the coming week,

¢, The proposed agency notlce describing the use of Letierex,
and indicating the contact under which it is best applicable was
forwarded for issuance.

d. The specifications for the Security Desk Trays are in process

of preparation,

e, The work load in Forms Management is still heavy and there
is approximately a backlog of one weeks work,

ge The work load and supplemental distribution work has shown
an increase both with respect to ltems received for stock and request
for information,

h, As 8 result of procedures developed by Machine Records
Division an estimated saving of 150 hovrs in typing time has been
eliminated in the preparation of #Shopping Liet of Requirements® for
the Supply Division, Logistics Oifice,

i, A4 request has been received from CIA, Top Secret Control

Officer to establish a special area in the Records Center for storage
of approximately fourteen safe file cabinets of Top Secret material,
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Discussions will take place with the Security Office and the originat-
ing office before the fimal transfer of these records lis effected.

3. Conference was held with Messrs., Angel and Campbell, and Miss

f the National Archives and Records Service, and |

bf the Security 0ffice, with respect to the ultimate disposi=

tion of the National Selective Service records, A% the request of

the Director of the Burean of the Budget, National Archives and Records

Service undertook a study of the activities of Selective Bervice rec-

ords maintained in SL depots throughout the United States. The result

of thie survey indicated that over ninty percent of these records

should not be considered to bs permanent, Most agencles have indicated

sgreement with a tentative proposal that the records should be destroyed.

Certain agencies, however, such as ours, which use these records in the

investigation processes conducted by them, feel that there is a

contiming need for the retention of these records, The purpose of the

digcussion this morning was to determine the viewpolint of CIA, Mr,
agreed to take the matter up with the Director of the Security

Tice and present their viewpoint shortly,

25X1
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Report for week ending 11 February 195k
from RECORDS DISPOSITION BRAKCH

deneval Servicesg QOffice

Experience has shown that records of discontinued
sotivities should be afforded unusual protection. Other-
wise, time and numerous raids reduce such records to little
or no velue., Yt is suggested, therefore, that the records
of the Chief, 480, be transferred to the Records Center as
soon ae possible, These records document the functlopal
aetivities of @ mein office of the Agency during the period
of its exlstence and sre vorthy of preservation.

Logistics Office

The Logistics' Records OFfficer called this week to
ask sasistance in conducting s recovds invenfory. Follow-
ing the developwent of detailed plans end proper understand-
ing, thie projent will be initiated.
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Report for week ending 10 February 195k from
REPORTS AND CORRFSPONDENCE MANAGFRMERT BRANCH

1, Writers! Guide

25X1 @, Bubmitted for tignatm a letter to Reader's
Digest requesting permission 10 quoLe the article "Mailing it
Pown,*® :

b, Continued ressarch activity from texts procured at a
staff member's own exponse,

o, Developed a check list by which an individual can evaluate
his writinge,

d, Drafted two sectlons on the constructlon of paragraphs
and sentences,

2. JProgram Pronotion

8, Discussed with Records Services Division staff members the
organization and functions of those offices in which disposition
purveys are being concucted, On the basia of information obtained,
outlined suggested approaches for installing and operating our
programs in the Medical Offico, O0ffice of Scientific Intellipence,
General Counsel Office, an PBroadeast Informition Division.

25X1 submitted thie material to

be Drafted the brochure f5treamlining Your Writing® and its
sccompaning memorandum. Graphics Registry will be contacted for
preparation of the brochurasts cover,

3. Agercy-wide Use of Letlerex - Prepared & proposed CIA Notlce
daﬂcéﬂ ng Letierex and 1he conditions under which it should be
used, and informing our people where it can be obtained, Submitted

_thig notice to Rsgulations Control Staff by manorandun over Mr,

25X1

L, Miscellansous Projects

a. Upon raquest of the Records Disposition Branch, sketched a
suggested cover for the Records Disposition Handbook.
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b. Revised the ﬂmposed Records Services Division
funciional ¢hart according 4o the expres-ed desires of
Branch Chiefs, Prepared a new chart for photostat reprom
duotlon and obtained coples fo:1 25X1

25X1 @« Analyzed CIAT ’zegm.atian! Mall Servicoes
Pmal%y Indicla Fall, and cum 1Ts reporting require-

251

mends in chart form, The uroposal to include such a chart
in & future revision of the fosulation will be dlscussed with
the Cor *rptmller*m Sffice,

25X1

UHleY, Reporvs ¢ LOITGLpOIKGNCo
¥enagenent Dranch
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Report for week ending 11 February 1954
" 'from RECORDS SYSTEMS BRANCE

25X1 |ca3.1ed st this office to discuss &
change woich he proposes to wake in the arrangement
of vital materisls in file. The proposed chenge
wyould eliminate the subject classificetion now uged
aud vhich appears to eerve no useful purpose. Under
the change, like materiale will continue 0 be Tiled
together but no subject classification will be used.
1¢ material is not s part of a continuing geries to
vhich sceretions are sdded periodically, it would be
£11ed by office Division, Branch ard deposit pumber.
Other special errangements, specified by depositing
offices, would, of course, be gdhered to.

Arvangeuents have been wade Tor a drafisman from the
Office of Communicatlons to prepare drawings of the
Seaurity Desk Trays to de used in putting the order
sut for did. Some deley in preparing the drawings
vas experienced in the past week because of other
assignpents given the draftsean. Unless there are
other delays, the drawings should be ready in about
thres days. The Saufemasters Company bas also sup-
gﬁiea specifications for the boxes vhich are currently
ing revised to weet the requivements of the Procure-
went OfCice.

25X1
Chief, Records Systems Brench
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Report of the RECCRDS CEUTIE ER/NCH for the week onding 10 Februar; 1954

25X1

A functionsl organizatiorn hag been actively estsblished in the
Center, This orgenisation definitely celines the responsibil ity
for sccessioning, referarscsa, end disnosal,

Work has actively startecd on the Lisposal Tickler project.
Informsticn is being transcribed onto Form ¢0 = 76, Records
Certer Comtrol Card, from the Records Fetirement lequest on

a current basls as they are received; and the back-log of old
requests is beding processed as time permits,

The two courders that had temteotively agreed to accept the
vacant position in the Center have now declined the positlon.

The emerance into the Records Manageserd Course, JSDE Grade
uate School, of three evployees of the Center has been
delayed for & week bhecouse See: qrity has nobt as el gliven
clogrance,

The Office of Communications is weing thrsee elecirical outlels
8% the south end of Lhe building bo provide current for machires
in trailers parked adjacext to the bu 13ding,

Activity in the auz:»plmae* al Distribution Undly nas shown a
slight inercase Ip both material received and lurmunea fog
“he week.

25X1 | |iws asked thot a meeting be arrarced with
the Forelsn Opem&ions #$8min’ stration records officer Lo
discuss the rocords disposition standarde applying o files
of foreign missions. The presence of the Chief, Hecorcs
Certer Lraznch hap been requested by| | 25X1

25X1

nief, Records Center(Bfunch
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feport for week ending 10 February 1954 from MsCHINE RBCORD: BHAKCH

Muinistrative;

The moving of macninea from ¥ing P to ¥Wing £ will tske
place Monday, 15 Pebruary 19%%. 4s previnusly nestigned, it
1g felt thet tols arrsngement of maciinee will isprove’ utili-
zaticn mad accessibility.

|a Wagcihine cecords Dranca employass

25X1 assigned to the Unvoughered Peyroll section, suffered en
injury wnile on duty that heas neceeaitated nis heing confined
to bed for an indsfinite pericd.

fne empleyees of decghine Recerds Srenc. wigs to erpress
thair gl'&titﬂﬁ' £ 1) ' | 25X1
¢or iue many considerations eXtonasd OE WId W ¥ LTItV
relaticns waile being a pert of Ceneral Ssrvices Cffics.

{oerabionals

ynvguehered docounting jagtion - The urgent need of the
andit Offlca for special expeaditure reports reguired 4achine
Records Branch to work overiime in ordar %o furnish these
reports by 8§ Fshruery 1954, Cfficials of the Audit ffice
neve sxpressed thelir appreclation for the expedient manner
in which thelir regquest was neadlsd,

1) : uting Segtion - £ six copy *Shopping
nist of Hegquirensnis® showing stock number, quantity, unit
wessure, unii price, and complete catalog dascription wes
conpisied on & February 1954, according tof | 25X1
Supply Division, thils IBM run has eliminated Igping ot shopping
1ists and regquisitions, thersbdy, garinz at leust 160 hours
of typing time. lipon request, & rarun of ihe six oOP¥
shopping 1lsl sés mads on &£ Februsxy.

L/
25X1 |

Cnief, Machine Reoords Hrauch
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APPERDIX B veek ending 11 February 1954
Ave Week
This Week tast Piscal Yeer
8,697
1. Merofilming camera . 18, g
Tuages Filued - gg:gged Canera 5,436 9,785
2, MNatl Aetivities
. Post Office ¥ail & 5,06k
a Sateoine 21580 6,531
b. Postage expended $ 877.59 $ 8o00.12
' 240
¢, Scheduled ecourier trips %15 o
(3 .
d. Hpeciml courler trips T
e. Inter-Agency wall vy courler 978 956
éﬁ%ﬁé 1,036 1,313
¢, Personnel sctlons: 5 ;
Reacruitments 3 -
Separations
Use of Motor Pool Vehicles: § )
vailable : -
i’uil&‘ble vut delayed 2 -
Kot aveilsble
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